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ATTACHMENT WO, IT
I ADUTNI STRATIVE PROCEDURE

1. This statement eon administrative proéeduro to be followed in I.3
13 adopted for the guilance of all members of ING, and for the information
of mombors of the EDAC structure.
2. Statoment of Admintstrative Procedurs
A, Tims and Place of lhotinga _

The Emcuti_ve Sseretary, with the a.lvice and sonssnt of the
Chairman, shall arrange for mestinzs of 1M and shall notify members in
advance of the time, place and agenda for such meetings, which nérmlly will
be hold sach weok on ihursday morning at 10100 a.m. - '

B. Agends |

No substantive matter should be placed on the agenda for action
unless the member agencies have had notise at least two m;rkins days in
sdvance of the meeting et whioh the subject ie to be disoussed, It ghall
be incumbent upon members, therefore, to notify the Iml Secretariat three |
full working days in sdvance of the sehedulled.moting' (vhen possible) of
mtﬁon to bs placed su the agenda. When the ageada ltén involves presonta-
tion of a paper, distributien of this paper should bs made so as to andw
at least one veek for review prior to IWG coﬁsideration. The Chairmwan,
hmvaver, may suspend these requirements at his diseretion. It is suzgested
that the ﬁgency submitting a paper for I‘WG consideration trenemit it in heeto ,
or other reprodusible form to the ING Sesretariat for reprodustion end distiibution.
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G, Asgscigment .of iespousibility for .G Production

~“hen the LG dotoruiios that an intelligence study should be

produced Ly .3 in responce to a roquest from oither an EDAC working group
or agency, the Chairman of LJ/G shall assign ms;zozisibility, with the consent
of tho azene; concernod, for its proparations Such assignment may be made
to: (1) a subgroup of Ti: or (2) a membor agency of DWG. The Chairman may,
altornatively, neﬁér the problon to the Lxscutive Comuittee of EDAG, the BIO,
or so.e othor interdepart.ental group when it appears to be beyond‘ the
co.apetence or msppnsibility of . | |

Vhen subgroups of IWG aro constitu‘aod, non-membors of LG may
be invited to participate. IWG members shall be appointed (whenever
practicable; to chair such subgroups. In t.hosé instances where it proves
more dosirable to appoint a nonemomber for such purpese, it shall be the
responsibility of the I3 ﬁnmber raepresenting tho agency frou: which the
Chairman is ajpointod to keep the TG advised of subgroup activitics.

D, UG Papors

1. “An WG report" as used in this memorandum denotes anylvintal-
ligence document which the G has ap.roved as such with the consent of the
originating agency or agencies, ‘

’ 2o Studisa prepared for TW¥G shall be submitted through the
Exacutive Sécretary, LXs, as work:lng papers for review prior to their
dissemination as TW3 reports. Approval for relcase of papers so submitted
shall hawve been obtained from source agencies by the producing agency,
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working group, or individusl analyst, prior to transmittal to the Emoutivn
Secretery, W0, for roproduction and distribution, 4 statement that such
approval has been obtained will be ai:panded to cach draft working paper
submitted to the Bxacutive Soorstary, who will then assign an appropriabe
nuiber to the working papor and ef.cot its distribution. (Seo also,
Sootion IV, paras, A end > of Attachuent I, supra)

3. ‘Jorking papers submittod to IWG shail be considered to
roma.n in draftv until actod upon by IWG and shall not be disseminatod
outsido the Group, with the oxception that IWG menmbo s may make limited
diassemination within thoir own agoncies on a "necd to know" basis,

4. Uhen woriidng papac: are submitted to IWG for review
rrior to release to the requastor or. ot.heruise,‘ a copy shall be furnished
to cach menmbor, vho shall bo requosted to indicate to the Exscutivo Scorotary
within a time limit to bo determinod by the Chairman, his concur.ence,
disscnt, roservation, or proposal to furnish additional intolligence.

| The preparing agonecy will then make every effort to
produce a report which represents the intelligenee consanéua of thwme
moiber agenclies having an intorest in the matter or whoso intelligence has
been used by the prepardng agency. 7o this ond, the Chaiifmn may appoin‘b
a subgraup (if the subjoet mattor is not witlun the purview of an existing
subgroup) -' to roviow the problen and propare ¢p arrange for the .pmparation
of a rovised papor to ba submit.ed for ltlé roview, rollowing IWG approval,
tho ﬂnial‘nd roport may thon be forwarded with any remaining dissents,
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comment.a, or aldditional in’oelligence to the raquestor and given authorized
L..G dissemination,

If time, or the nature of the dissents, doe; not permit
developrent of a concurced report repmsenting the intelligence consensus
of the saveral membors, the report mey be forwarded with any dissents,
comments, or additional intelligence to the requestor and given authorized
‘TG dissemdnation,

E. Dsaignation of Acting Chairman

It shall bo the responsibility of the Chmrman, in the

evant of his absonce from duty, to designate an Acting Chairman for the

period of absencs. Such acting Chairman shall have the powers of the
Chairmen,

F, _ng. for Release of laterial for Use in G Papera
| When material from intelligence agencies is incorporatad
| in an mu raper, IWG manbers JmJ.]. serve (whenever practicable) as the
channcl t...rou,,n w.dch approval for rolcase of such material may bo obtained
from the producing agency, subgroup or ludividusl analyst,

Ge Use of I.)u Case “orus

Toquosts for intolligence production, reports of spparent
violations of Sreo _iforld economic defanse controls, and collection requirge
monts relativo to such apparcnt viclatio.s siall be subidtied on the
standard I:G case foru and made tho subject of I3 casos, in the diseretion
of the Chairman, ‘hen an I.G case is establishod, cach member shall secire
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from his agency ani subwmit to tho .:moutive Cleretary, or othorwise

(as dlroctod), for rotention or for information and return, all available
, pérhimnt ihfoz&aation or intolligence, or recommndati@m for collection,
as wquired, ‘ ' ' ’
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